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PMWeb Overview

Logging In

Overview:

PMWeb is a fully web based application and can be opened from any computer with internet access. It designed
to run on most internet browsers, but we recommend Chrome or Firefox.

DCS URL http://dpwpmweb.com/PMWeb

PMileb

User Login

t croPw
1 Database PORTFOLIO & PROGRAM MANAGEMENT

Uoex Mok z Project Management

Password Document Management
Visual Workflow

Estimating

Asset Management

e Enter you User ID and password (1) [There is only one database for DCS = CTDPW]

Golden Rule with PMWeb: Save Early, Save Often.

A lot of data being entered is being lost simply because people move onto another screen without first saving
their work. So please make sure you save your work as often as you can.
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PMWeb Overview

Basic Navigation

Overview:

On the lower left hand side of the screen you will see the various PMWeb Modules you have access to (1). When
you select a Module you will then see a breakdown of all the elements within that module on the top left hand
side of the screen (2). The main portion of the screen is a customizable User defined Dashboard (3).

|P___ eb = v 0
T ©

=l Planning

=1 (3 Portfoli Planning
2 = nitatives

\> Portfolio Plannin fWor RSS Feed 4 X | workflow Inbox Due -

& Estimates [lo records to display.

Controls Portfolio View Map View Calendar Report Financial Summa My Favorite report Emmet Finaniacl Saybrook Report
P pe Ty y pe i pe

A Regal Beagle Seizes the Spotight
=| L3 Procurement

Frocurement Links1 o
[ onine Bidding
* PMWeb
= [ Setup
fiems Weather S
= Formuias
Assembles Los Angeles o L
| [ Forms %
[V W New York *F A
Boston 18F #ap
@

Notification Inbox

Savelayout | LoadDefaultlayout TogdleFiters Dismiss Selected Reminders

jur) Document Type | Project/Location Due Date Desaription|

f [No records to display.
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PMWeb Overview

New Navigation Buttons

Under this button there are 4 options:

e Create a reminder

e Event calendar

e Home (i.e. Dashboard View)
o My settings

PMileb = v 0

SAYBROOK DEMO PROJECT ®

WWelcome back Aidan Moran, your last login 2/6/2015 4:351

= Planning

= [ Portfolio Planning
Initatives
[E3 Portfolio Planning Wor RSS Feed

(= Estimates
e—

| Controls | Dsshboard | Portfolio View

Create Reminder —]
ECY
S Event Center

2l

=l Planning
Home

- £ Portfolio Planning ]
- My Settings
Initatives ¥ Seng

U,
This button allows you to view your reminders. When there is a notification the 0 will turn into the

number of notifications. How to create a reminder will be described on the next page.

@ Log out button

This button displays or hides the navigation column on the left hand side of the screen

Rev 2 22-Dec-17
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PMWeb Overview

Standard PMWeb Icons

Across the top of each Form you will several standard icons that can help you quickly preform a task or navigate

through the software.

EFLIEE

-_‘:J [jh e IEI o |@Generate... o

| Toggles back to the list form

To add a new record

Save data in the Header only

Delete a record

Copy a record

Email or notify someone about a particular record

[, -

Export to MS Word

@ |v |'@'Gener

4‘) View Reports
A4} PMWeb Reporting

Print Icon — select the down arrow next to the Printer Icon to View Reports. Note: You cannot
print directly from PMWeb you have to first save the document as a PDF and then print it.

A4/ change Event

Some modules allow you to automatically generate another document from another one. In this
case you can generate a Change Event (or Proposed Change Order) from an RFI.
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PMWeb Overview

Standard Form Tabs

In the detailed section of nearly every form you will see several standard tabs.

Detailz Specifications MNotes Attachments (1} Workflow Notifications

Details: — This is where you will edit specific information about the record (e.g. costs details)

Specifications: This is where you can enter custom data items, fields that are specific to the project or your
organization (e.g. Project justification). These fields can then be used to populate custom reports.

Notes: This section is where you add specific notes
Attachments: Where you can attach or link to specific documents.

Workflow: If the document has to be submitted into workflow then this tab will appear. This is where the
submitter enters the document into workflow.

Notifications: This shows a list of all the people who have been notified about the document

Note: If a record is added to any of these tabs a number in brackets will appear against the name of the tab
showing how many records there are.
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PMWeb Overview

Standard Screens and Workflows

One of the key things to remember about PMWeb is that once you select one of Modules you'll notice that it is
in fact split into two sections, a Header on top and a more Detailed view on the bottom. For the most part these
screens while they appear to be related are in fact separate forms. So if you modify something in the Header you
have to save that data in the Header form (1). Similarly if you modify something in the Detailed section/form
you have to save your changes within that form (2). In other words depending in which module your are saving
data using the Header Save icon (1) may not save your changes in the Detailed section.

[VSITRWRNTTFSNREER ()  CostMana s - on mge Management> Change Orders
B2 prosucten 1 - Soyrcok - Lrge 8 Smpe - Cenupor53 ot =_|_CBpr D2 % - - 2
=l O Contracts =
B v contracs -
Commitment Ongnal Commiment 600030000030
Compan Gibane Buling Compan
1 — B contracts A o Company Prior Approved Changes s000 000
Trpe Subcontract
=1 £ Change Management Prior Revised Contract 2600000000 000 S H d
Record 001 eader
Patential Change Orc Total of This Change $1.00000000 000
B3 cvrconraccos ||| OO O0er B Goniract o This Change 52700000000 0.00
= e Description Clean up of 55 Gallon crums
- Reference I
= [ Funding
Category Coc omrcengy cul |+ Efecive Date
3 runding Recors ) :
Revision 0 Date /2212014 Posths Revised Scope
8 Funaing Reuests ’
Status Approves - Assigned To ar)
Funding Authorizatio perey
_ | Days 000
‘ ,
{7
Detais |  Specifications  Notes  Attachments —
N\ 1o group by that column
15l Upeate Recoras p—
2 The s o Description Amount Requested | Amount Approved | Cost Type Cost Code. | Funcid 5 . I
= 001 2-Toxic Clean up 55 Gallon Drums $100000000 100000000 - Sclect— v 03-0300-03-000000 Details
| 100000000 $1,000,000.00
(1] [ [1J] 0] Pagesze 20
PMWeb Workflow:
.

One of the features of PMWeb is the ability to establish dynamic flow charts for electronically routing
documents for review or approval to key people on the project. These are called Workflows. Most of these are
established by the PMWeb administrator(s) and the Project Team at the beginning of a project. Workflows are
mainly used for RFI’s and Submittals.

E(Visual Workflow
GC Proji - for ion Generic

1 |
l Return Return Return

Architect /
Engineer

L2218~ Proceed
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PMWeb Overview

List or Management Screens

In general if you just want to see data related to one single project then you should enter the name of your
project at the top of the screen (1). If you wish to switch to another project then you will have to delete out this
entry completely (using the delete or back space keys) and enter the name of the new project. If you are on one
particular record in this case a specific RFl and then you wish to see all the RFI’s for this project then click on the
Magnifying Glass Icon (2).

p h Saybrook - Large DEB Example Y Document Control > RFIs
o & e
| Savbrook - Large DBB Example - 001 ~ }.) ! H D @ ‘ _J [‘_ta e @ v | ‘@ Generate.. 7
Project’ | o braok - Large DBE Bxample From Gilbane Building Company - Amber Berry - 4
Online Submittals Phase -- Select - Te Fusco Corporation, Inc - Bill Conant v 4
B submittal tems WES Select WES.. - o Trade 024 - Demalition -
1 Submittal Packages RFI & 001 €Sl Code
Mesting Minutes Description 55 Gallon Drum Zean Up Category - Select - -
Drawing Lists Reference Prioity  High M
=3 Drawing Sets Status Draft
Daily Reperts
|| Revision 0 Date g/22/2014
Punch Lists
@ Action ltams Specifications Notes Attachments Workflow Notifications
- -
q » Question Date Required | g/28/2014 Answer|
- E i
(% [FontName  ~|Real.<|| B Z U de = [ A~ 2| o |
Excauated site area to discover several 55 gallon drums full of used oil Invest:
| 5 /

Saybrook - Large DBB Exampie <[00 Document Control > RFls.

3 Diggt Control ~ I Drag a column beader and drop it bere to group by ha column

B saiey Programs ar - Proiects Sorook-LaeDBEExmpie = dacs X flwe 2
Prcjec Hame | Projecte Rscord 8 Deserpton | okt seaifl
v v v 3 v
Saybeook - Large DB Exam BLDCS.1005 003081
Saybeook - Large DEB Exam BLDCS-1005 003002
Saybrook - Large DB Exam BADCS-1003 003083
Saybrook - Large DBB Exam BLDCS.1003 003081
Saybrook - Large DB Exam BLDCS-1003 003002

[ L[] ] Pagesen 20 =
—

3
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PMWeb Overview

Documen

t Manager

PMWeb is designed to store all the documents associated with a project in one central location. If you select the

ToolBox Module (1) and then Document Manager (2) at the top left hand corner, you will then see the standard

folder structure for storing any documents related to the project in the center section of the screen (3).

B

= C@ Forms

MWeb Viewer

[Ed Project Manager Comm:

Project: CCSU, HVAC CD‘[S\DH of 5~

3 . Saybrook - CMR Exafhple B ® Toolbox > Document Manager

(=~ Projects: CCSU, HVAC Conwersion of 5 Residence Halls
ﬂ -3 1 DPW PG Administration Folder_1
ﬂ -C3l 2 DPW G Initiation Selection Contract Phases Folders
ﬂ ‘C3 3 DPW B Design Phases Folders
ﬂ - 4 DPW R Bid Phase Folder
j -3 5 DPW ¥ Construction Phase Folders
(=i~ YHO Contract Documents
3 Plans
 fseecrcatens
(+-C3 YH1 Construction Reports Meeting Minutes
- YH2 Payments
[+1-Cl YH3 Change Clarifications
[+~ YH4 Testing Inspection Reports
[+ YHS Submittals
[+~ YH6 Issue File
[+-C@ YHT Project Close-Out
~Kga) Shared Folders

‘ Files | Attributes Permissions

Drag a column header and drop it here to group by that column

4i Upload File c Refresh L’Check Out
| File Name Size Type
(1] [ [1)+] (] Pageses 10 =
Folder: /ICCSU, HVAC Conversion of 5 Halls/5 DPW Y Constructl

4 Toolb
=l Toolbox Project: CCSU, HVAC Conversion of 5 ™ 92 ) search il conte
3| pocument manager
Timeshests =123 Projects: CCSU, HYAC Conversion of 5 Residence Halls | Fles | acrioutes PErl S0

& Form suilger
PAWeb Viewer
=l Ca Forms

B Project Manager Commi

Saybrook - CMR Example E®

Toolbox > Document Manager

(e[ 1 DPW PG Administration Folder_1

d drop it here to group by that column

(+]- £ 2 DPW G Initiation Selection Contract Phases fo\lrs

4 Upload File 2 Hitfresh [spCheck Out

—— |

Hame Size Type Added

Added by Last Checked In/Out

Last Checked In/Out By

=13 3 DPW & Design Phases Folders

(1|81 - Pre-Design Folcer|

f

No Files to display

0 d

To upload a file into a folder, just highlight the folder you want to upload into (4) and then select Upload File (5)

Note: You have the ability to add additional folders by selecting any existing folder, then simply Right Clicking on

the Mouse and select New Folder

Rev 2

22-Dec-17
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PMWeb Overview

Printing Reports

Option #1:

Once you are in a Module you can go directly to the reports for that particular module by simply clicking on the
Printer Icon (1) and selecting View Reports. A pop-up widow will appear with all the reports for that particular
module. You can then decide in what format to print it to (2).

=l Cost Management -
7 - Saybrook - CMR Exampie - CO Roll UP
=l C3 Budgets
Recap
Budget Tracking Project Saybrock - CMR Example Bays
Cost Codes ftment* 003 -
Cost Ledgers. Company Fusco
B Foreaasts Type Subcon|| ~Reperis
[ Record #* 7 [ Report [ Recomiype | Defauit -
[ Define Worksheets Change Order Date. 4  Commitment CO Commitment COs a
B project Financials Description CO Rol 45 DCS Change Order_10.24.13 Commitment COs
Journal Entries Referencs 4 Portfolio Summary (with Goog(Portfolio} m]
Broduction Category DocDg & | Portfolio View (Pertfolio} [m]
Revision [
(= £3 Coniracts
El R contracts status oret
[ L 0.00
+ I »
S et
Details | Specification
$ Drag a column header and dr
[] LnkPCO o Add S—
Line £ tiem ase
JE— E 001 T Print ToPDF oy Print ToExcel g Send Email @ Report Viewer ) Cancel
002
2 T3
i 004 0SPCO-013 Dispose of ACM coated 58.000.00 58.000.00 03-0307-03-020100 50.00

Option #2:

From the Portfolio Module (3) select Bl Reporting (4). Then all the report folders and reports will appear (5).
After you select and double click on the report you want the report selection criteria will appear (6). Once you
select a project or group of projects just click on the preview button.

IPM%‘.E—‘!? -

TN (3 Portollo> b1 Regorting
3 Parsoe
p—— [—
4 Slpieonng Repothiame® DS Change OverSurmnary Log_1024.0
S —
B3 s Office Tempistes

B

| | 3t cpars ever URL® bl 11192168 33 10 RepodtServer

BB cues . v
2 @ ema og .
EEN ) ]
w .
B ot senn
) “
3 Causs DCS Admini ve Pr
B programs

DCS CMR Template Py

B projects DCS Military Project Template:
= DS Template Project

Rev 2 22-Dec-17 Page 12



PMWeb Overview

Printing Reports - continued
Option #3:

You can configure a tab to run a report. If for example you have to run a few reports every week or month you
may want to decide to set them up here for convenience.

. = . . . 1 P_ Vi e _t_; = @ @
Step #1: Click the = icon and then click on My Settings (1). Create Reminder

=
= Planning o Event Center q
Step #2: Under the Home Page Tabs. Make sure the tick box is checked. o e Mo B
Inttiatives
o
Step #2: Under description type in the name of the report
Step #3: Select tab type as Report
Step #4: Click on the yellow square under SQL (2).
e—
2 Show | Order |Tah Label™ Tab Type PMWeb Report SQL Report
| 001 Controls System
00z Financial Report AEport =

Step #5: Under Portfolio -> Bl Reporting select the report you want and also define what project(s) you want to
run the report for. Save & close. (3).

= Portfalio * | Report manager

rifolio View | [ CMR Budget * | General Printing Setup

Reportin:
B [ CMR Contract Change Orders Report Name® DCS_Project_Financial_Summary_with_Funding

MWeb Repartin
= porting o [ Construction Change Directive Folder Path S0L ReportiCost ManagementiCost Custom Reports\DCS Financial
MS Office Templat .
ice Templates ﬂ @ Contracts Server URL® hitp:#192.168.33.10/ReportServer
B prweb Calendar I 77 DCS Financial Reports- Internal Projects
& calendar Setup
52 pes agency Project Summary_1¢ 474 Capitol Ave, Roof ~ || » || Saybrook - Large DEE Example
=l [ Email [ pcs agengy Report Repairs/Structural Repairs .
Email Home [ DCS Budget Projet Details War Willard-Cybulski Correctional o
Email Setup 2 DCS MR Contingeney Report_ 1 Institution - Roof Relacement —
- “
=| (3 Lists Q DCS Portfolio Summary_10.28.1 DTS Administrative Project
3 Programs Q DCS Project Financial Summary- DTS CMR Template Project
Projects - DCs BudgetTracking_ Report_20 DCS Military Project Template
. | X ¥
. 5 =N - DCS Template Project
\’ 1 DCS Trail Project v
. . I | | pCS_Projed_Financial_Summary faining Froje

\l +"[ A Potential Change Orders ‘ ——
LT Anei ;
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PMWeb Overview

Printing Reports - continued

Note: that once you add the report, the name of the report will show up next to the yellow square (1).

Home Page Tabs
o Refresh
1 Show | Order | Tab Label® Tab Type PMWeb Report SQL Report
001 Controls System
B = 0oz Dashboard Report [ P
rtfolio View System

004 Map View

005 Calendar

008 Report

007 Project Financials

System

Report

Report

|| BV Portfolio Summary wil
DCS_Project_Financial_Sur =] |I

Step #6: To save your dashboard and view it don’t forget to save & exit (2).

2 E_l Saybrook - Large DBB Example vm

S5awv H Save & Exit

Step #7: Now at the top of the page a new tab will appear (in the example called dashboard) when you click on
the Project Financials tab the report will run automatically (3).

IE . Saybrook - Large DBB Example - €y p BI Reporting

" | Welcome back Aidan Moran, your last Iogin 2/18/2015 10:19:56 AM

[ Conols | Portfolio View MapView | Calendar | Report ||  Project Financials E

4 4 1 of2 bkl s Find | Next B~ (@)

Project:  SAY-DCS-TR0038 - 038 DCS Training Project

Cost Code Description Total Bonding
oo Acquisition (Land / Building) S0 52,000,000 2,000,000 $100,000
- 02 Haz 50 $500,000 $500,000 30
03 Total Construction 50 526,000,000  $26,000,000 50
H 04 Contingency S0 54,000,000 $4,000,000 50
Rev 2 22-Dec-17 Page 14



PMWeb Overview

Monthly Update Cycle

It is expected that each project is fully updated and current by the last Friday of each month. This includes all
cost data, schedule updates and the addition of any PM comments. After the Project Manager (PM) has
reviewed their project in PMWeb, they need to update the date in Project Status Updated On Field (5).

This field is found under the Portfolio Module (1) -> Projects (2) -> Specifications Tab (3) ->Project Status Tab (4)

[ W ocren et

Portfolio = Lists > Projects

oL E

x‘@|'

Currency

B &

Dollar (Un

Program WEBS
Construction Values

Target Revenue
Target Duration

Target Start

Percent Complete

Scope

4

WES Campanies Con

=| Portfoli
= Portiolio | OBrien test project 2 -
& Portfolio View
= Bi Reporting Program Saybrook Test Area v
& Prweb Reporting Project ID* TOB-002
B Ms office Templates MName* (O'Brien test project 2
B PMweb Calendar Location -
[E calendar Setup -
Project Status M-2050-CMR. Early Work Packages ~
=] 3 Email
@ Project Type DEBEEBE-Design Bid Build hd
Email Home
= G Lists Category - Select -- -
= Programs Status Draft hd
o |— | Eproies] Revision 0 Date | Mar-07-2016
Cnmpaniés
@ it (V] Details Specifications Locafions Phases
ems
Custom Fields

Project Mi}&é Project Details Project Signatures n Project Status Reporis I

= u;yée Records i Cancel

Spe/ | UoM | Data | MNote

/m{jeu Initiation Date
Project Completion Date

Project Budget

Bonding for Design Date
Bonding for Construction Date
Project Prority

Final Total Project Cost
{excluding Equipment) from
Asset Valuation

Project Status Updated On

Bonding Commission proposal

School Construction Bond
Funds - proposed or approved

Jan-01-2017

$0.00

2 - Regular Priority

$0.00

Mov-17-2016]

i

$0.00

Project Manager Monthly Update Check List:

a) Review and Update the Project Milestones Form

b) Review Costs and complete any Contingency Transfers.
¢) Update Overall Project Status

d) Update Project Comments

e) Updated On” Field

Rev 2 22-Dec-17
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PMWeb Overview

Recommended User Settings

To personalize your settings:
If you need to personalize your settings or to modify your password, you can do this:
Step #1: Click the = icon (1)

Step #2: select My Settings (2)

pr— I - _
1 @ I_.d'\-.
— =lu O
- IVa e 3/
Create Reminder ]
ECT
CEER -| Planning FS Event Center i
2 Home
lio Planning
: —»| My Settings
Initiatives ¥ g

Prompt Save and Password Modification:

It is strongly recommended that Users select the option listed below to have PMWeb automatically prompt you
to save your updates/changes before you leave a particular form or screen (3).

If you want to update or modify your password you can do so from the same screen (4)

[
H Save H Save & Exit

Profile Login
Last Login  10/30/2014 2:56:38 PM Cld Password
First Name* Aidan New Password

Last Mame Moran

Confirm Password
Email* amoran(@s aybrook-associates.com
3 Cell
Options
t Prompt to save when navigating away from records Open with menu collapsed
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PMWeb Overview

Customizing Layouts

To customize a layout:

PMWeb allows each user to hide any data fields that they do not use or that not required. If you right click the
mouse on the column header and select Columns -> you can then turn on or off which columns you want to
display (1). Once you are satisfied with your selection make sure to Save Layout (2). This way PMWeb will
remember the columns you have selected the next time you return to that screen.

Note: If at some point you select the Load Default Layout, PMWeb will delete your customized layout so you will
have to manually reset it.

1
Change Odder Date 8282014 [ Confract o This Change E11,191.00 200 \
Descnpbon Al Tosks Washs Removal
Reterence
Category Field Condition - Effectice Date  £78.2014 =3 * Line w
Raviaion Ul Date 228200 Fost As Rrvived Seope - o e
s Approwed - Aspignad To | Air Touw Ervdisonmental, Company -~ ¥ Dancrgmen
Bays 000 ]
Druanity
Dewsis | Specifications Fiates Adtachments Uni Cesl
DG & < oS Redded M rof f Beie 5 (ioen Dy Tl Colamn r— Reguested
[ LnkPCO o Add (] Addless Y Edi M Deiete 2 Awiiesh Ulnee Limits Save Layout | | Load Gefasl Layost ¥ hurount Frquested
Lt # them | Descrpton | Amsunt Ry sgproved ConCosel | it el ber
[ Acemonal Tex i Wasie Removal 223307 S101,111.00 | 92-0200-0f -0 ot fas d Epproved e T i Warsie
St DeRcandng & mount Apgroved
mrm _‘LT e ¥ & Clear Soreg Cen Type |
- Group By *# Cost Code
Usgioug Funding
Pha
Cobarred - “
;T was
bioran of 54 - Saybeook Axsocubes.inc. Dalatase: T Locallon Joran

OO0 aipa = 35318 Modulsld=35F ageld= 1218

In the Headers you can create multiple layouts for the same form /module which you can switch back and forth
on (3).

h_. Saybrook - CMR Exampie B'® Document Control > Meeting Minutes
Drag a column header and drop ft here to group by that column

Programs  “Ar - Projects  Saybrook - CMR Example . spAdd X Deete 2 Refresh Layouts
Project Name Project # | Recora# Meeting | Descrption - System Defaut -
’i("; ‘7 }’ ‘71 Aidan-Meeting Minutes
() Aidan Meeting Minutes -Layout 2
Saybrook - CMR Example 00001 Saybrook 000001 2 March 4 2014 Pre-Construc e

Tarch 11. 2014 Pre-Construction Coordnation e k| Save

March 25. 2014 Pre-Construction Coordnation ifle- ﬂ Save As

Apri 8. 2014 Pre-Construction Coordination Meein 3¢ ' Delete Custom Layout
Apri 22,2014 C Job Meeting Mi
Apri 29. 2014 Construction Job Meeting Minutes Progress (O/A/C) Meetr 472972014

Saybrook - CMR Example

- TamPe 00001- Saybrook 000003
3 r/ Saybrook - CMR Example 00001- Saybrook 000004

Saybrook - CMR Example 00001- Saybrook 000005
Saybrook - CMR Example 00001- Saybrook 000006

00001. Saybrook

s N oo
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Document Control Module

Creating a Request for Information (RFI)

Overview:

In Document Control, Select RFI’s in the Top left hand section (1). Then click on the Add button (2).

Saybrook - Large DEB Example  ~ Rt}

Document Control > RFls

B submittal ftems
(B submittal Packages
B2 Meeting Minutes
BT orawing Lists
Drawing Sets

Daily Reports
Punch Lists

Transmittals

Action ltems

Drag a column header and crop it here to group by that column

Programs  *Al* - Projects  Saybrook - Large DBB Example -I + Add Delste 2 Refresh Layouls
Project Name ‘ Project # | Record # ‘ Description rkflow Status Phase ‘ WE
Saybrook - Large DBE Exam BI-DCS-1003 000001 55 Gallon Drum Clean Up aft

Saybrook - Large DBB Exam B1-DCS-1003 000002 Additional Pump Rental ofan

Saybrook - Large DBB Exam _BI-DCS-1003 000003 New Electrical Transformer | Dfaft

Saybrook - Large DBB Exam B1-DCS-1003 000001 Fix Leaking Pipe Dfart

Saybrook - Large DBB Exam BI-DCS-1003 000002 Lead Paint Removal Diaft

[ [«][1]+] (] ~ Pagesize 20 =

You have to Select the Project first (3) and then you can fill out the other details. Save the RFI (4)

o

Rev 2

1, g

~ntrol > RFls

Proiect” | aybrook - Large DBB Example From Fairfield Testing Lab, LLC - Maria Valdes | v |9 | Transmitals
Date [1o via
e To Gilbane Buiding Company - Andrew Grilo |~ |
o records to display.
WBS Select WBS. A ar-l Trade 05A - Structural Stee! - [ [« M\T\ [»]  PageSize 5 )
REIE 0003 CS1 Code
Description Steel with Lead Paint Category |- Select - -
Reference Priotity |- Select M
Status  Drat
Revision 0 Date 9/23/2014
RFI Date
| Detsis | speafieaons  Notes  Atachments  Workfiow Notfications
Question Date Required Ansuier Date Answered
| % FontNeme +|Real.v|| B Z U A-o- @ | % | FontName -|Real.-| B I U Ao @ s
|/ Design ¢ HTML @ Preview | 7 Design |<» HTML @ Preview
Effects: L Scope of Work ) Cost [ senedule PCO% 0
Proposed Solution Task | Select Task -
Linked Records
| % FontNeme  -|Real.|| B I U she A-de @
| [l Addlink 2 Refresh X Delete Link I
| Description Rev. Date Type |
|Na records to display |

22-Dec-17
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Document Control Module

Creating an RFI- continued

In addition to asking a question (1), you also have the option of adding additional information such as attaching
a marked up drawing etc. (2)

RFlDate  9/23/2014 /
Details Specifications Motes Attachments Workflow Motifications
Question Date Required | 10/3/2014
I |?FontName 'Real...'l B I U ake %EEE'A'&'IE Lﬁ|
We believe that the existing steel on the project is coated with lead paint ? How would you like us to procesed?

7

| # Design |€» HTML €, Preview

Rev 2 22-Dec-17 Page 19




Document Control Module

Submitting an RFI into Workflow

Once you have completed the RFIl you have to save it in order to see the Workflow tab. Select the Workflow Tab
(1) and then click the Submit button (2). This will expand the Workflow screen and included the Workflow
graphic. To start routing the RFI just click on the Save button (3).

Saiad Specifications Motes .f\tt,a:hmer\l:k Warkflow Motifications
5] Proceed To Comments
cC
e Retum
Add CC
e Reject Subject
=] Withdraw Email Body
n\ Submit
Details Specifications Notes Attachments Workflow Notifications
9  Proceed To admin@pssgroup.com Comments
© O Retum cc adming@pssgroup com
Add CC
© ' Refsct Subject PMWeb Approval Request. RFls 0003 - Saybrook - Large DBB Exampl
=) ’ Email Body ) 5
Withdrav A document has been Submitted for approval by Aidan =
Moran
1
Workflow Document Information:
l | Cancel
- Document type: RFls
- Project Name: Saybrock - Large DBB
Example
- Nescrintion: Steel with -
Step o faanal ‘ Retum To ‘ Due Date ‘ Role(User) Action Date | Action | Signature Comments
= Supmit O ‘Aidan Moran(MoranA)
1 [m] Construction Administrater(&dmin )
2 O Architect / Engineer(Admin |
3 O Construction Administrator(Admin }
Warkflow Template - GG Projects - Request for Information Generic
Visual Workflow
GC Projects - Request for Information Generic
T |
Return Return
C 2 - Proceed Engineer Status YRS Administrator cv:::k'!:::d
(Admin ) (Admin ) "
Reject
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Document Control Module

Routing an RFI through Workflow- Continued

The next person in the RFI Workflow process will be automatically notified and they are expected to review the
RFl and to respond to the issue in the Answer section (1) and then SAVE the RFI (2)

Destricton [Sioel wih Lead Pari? Catogory  Environment -
Feference Prety  rogn -

Status.

Dewis | specficstans  otes Attxchments  Wortow  Natécatons

Gmesten Date Required 12/3/2014 el Date Answered

B/ Db EEFE|A-O-|E

8BGO sataing hom 33 msgans e presiem

# Design [€3 HTML O Preview E S Design [P HTML @ Preaew

From the Workflow Tab the User has several choices:

a) Proceed (3) + SAVE (4) — this routes it to the next person in the process

b) Return + SAVE — this sends the RFI back to the last person in the process

c) Reject + SAVE — Try not use this as this will basically “kill” the RFI, locking the record so no one can
edit or modify it.

d) Withdrawal + SAVE — Again try and use this as little as possible as this too will “kill” the RFI record.

Details Specifications Notes Attachments Workflow Notifications
©® © proceed I To admin@pssgroup.com Comments
= - cc
© ) Return
Add CC
© © Reject Subject PlMWeb Approval Request: RFIs 2 - New York City Hall -
= Email Body B
® © withdraw A document has been Approved by Admin. P
Workflow Document Information: H
4 \ i
Save - Document type: RFls
- Document Name: New York City Hall
View Log - Document Description:
: - Action Date: 11/09/2011 -
Due Date : 11/13/2011
Step Ahy,Can R Due Date Role(User) Action Date Action Signature
Approve Approve
Submit O Admin (admin) 111872011 Submit
L 1 (| 11/13/2011 Capital Accounting Manager (Admin )
2 O 11/18/2011 Project Accountant (Admin )
3 O 1172372011 Project Engineer (Admin )
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Document Control Module

Submittal [tems

Submittal Items: This should be used simply as a check list of all the required submittals for the project. This list
should be created at the start of a project and can be used to compare what has been actually submitted in the
Submittal Package module to ensure that everything has been submitted. These can be entered using two
different options:

Option #1: Enter Submittal Items individually.

In Document Control, Select Submittal Items in the Top left hand section (1). Then click on the Add button (2).

—
Saybrook - CMR Example Document Control > Submittal ltems
=l Document Control | Drag a column header and drop it here to group by that column
B safety Forms Programs  *All ~| Projects  Saybrook - CMR Example - I & Add I X Delete  Z Refresh
[ gl
. Project Name | Project # ‘ Record # ‘ Description | Workflow Status
e W
Subrittal Packages Saybrook - CMR Example 00001- Saybrook 000001 013100 - Project Management and Coor Draft
= Saybreok - CMR Example 00001- Saybrook 000002 013100 - Project Management and Coor Draft
Mesting Minutes Saybrook - CMR Example 00001- Saybrook 000003 013216.13 - CPM Schedules - 1.6-A - Pr Draft
& Drawing Lists Saybrook - CMR Example 00001- Saybrook 000004 013216.13 - CPM Schedules - 1.7-A - B: Draft
= o wing Sets Saybrook - CMR Example 00001- Saybrook 000005 013233 - Photographic Documentation - Draft
=] Daily Reports Saybrook - CMR Example 00001- Saybrook 000006 013233 - Photographic Documentation -| Draft
@ Bunch Lists =41 Saybrook - CMR Example 00001- Saybrook 000007 013233 - Photographic Documentation - Draft
_ Saybrook - CMR Example 00001- Saybrook 000008 013300 - Submittal Procedures - 1.6-A - Draft
ransmitials Saybreok - CMR Example 00001- Saybrook 000009 014530 - Concrete Floor Moisture & PRT Draft
Action [tems .| savbrook - MR Example 00001- Saybrock 000010 015000 - Temporary Faciliies and Contr Draft
4 'M| ' Saybrook - CMR Example 00001- Saybrook 000011 015000 - Temporary Facilities and Contr  Draft
. : Saybrook - CMR Example 00001- Saybrook 000012 015740 - Construction Indoor Air Quality Draft
Saybreok - CMR Example 00001- Saybrook 000013 017123 - Field Engineering - 1.3-A - Cer Draft
Saybrook - CMR Example 00001- Saybrook 000014 017123 - Field Engineering - 1.3-B - Fin: Draft
| = { Saxbmnk - CMR ExamE\e 00001- Sazhmul’. 000015 017123 - Field Engmeenna -1.3-C - Proy Drﬁ

You have to select the Project first (3) and then you can fill out the other details. Save the Submittal (4)

PMileb &
. Saybrook - CMR Example - @ Document Control > Submittal ltems

=] Document Contral 2 ~
= || 001 - Saybrook - CMR Exampie -sitd || 4D [ ] H a @hg & 7 mpot -

& satety Forms
3 Rels Project” Saybrook - CMR Example I Task Select Taskn -
Phase 02 41 19 - Selective Demolition WES Select WBS... hld
1D 001 tart Date

ittal P
= submittal ackages Submitial Set # 4 ish Date
eeting Minutes Company i - &
3 =] CT Test Borings 2d Time 0
rawing Lists

Description Site Plan for Borings
7 9 Due Date

MiT Select a Contact.. M

rawing Sets CSlCode Select @ Contact... A
& paily Reports Mir. #

| Supplier | Select o Contact... - &
Status Draft -

Notes
Revision 0

- Specifications Notes Attachments

Custom Fields
/ Edit
Spec UOM Data
Mo records to display.
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Document Control Module

Submittal I[tem (continued)
Option #2: Import list of submittals from Excel.

PMWeb allows you to import the list fo submittals directly from Excel. First choose the Import option at the top
of the screen (1). This will open a pop up menu asking for the Excel file location and most importantly the
mapping of the fields in your Excel spread sheet to the fields in PMWeb (2).

)

@ Document Control > Submittal Itel s

PMileb =

[E|submittal ltems &7 - Saybrook - CMR Example - 0263 ¥ ) o [,a H Ea D ‘ @ ® " meort v
= | ]
Submittal Packages Project” (SR
Meeting Minutes File
H .
Phase - Select -
[E3 Drawing Lists o = Fie Type Microsoft Excel | File Name Choose File | No file chogen Uplosd
B Drawing Sets
Submittal Set #
Daly Reports N Field Mame [ import Fie Fieid /
ompany Select Company..
Punch Lists & pan Project * — Select —
- Description 028300 - Lead Remediation - 1
B Trensmittals Document Number * - Select -
CSl Code i ntact...
2 Action tems Select a Confact. o o
ase _ Select -
Correspondence i #
. - Description ~ Select ~
2 £ Forms Status Draft i
B supplemental Instruc| || Revision 0 || company — Select
B Non-Conformance N+ || Specifications Notes Atachmenll | cs) Code _ Select—
« I
= Custom Fiekds i ~ Select
= # Edit
Wi Number — Select -
Spec
No records to display Supplier ~ Select
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Document Control Module

Submittal Packages

All submittals should be entered as a Submittal package.

Golden Rule: Most submittal packages will probably contain more than one item. There may be instances where
some of the items contained in the package will have to be revised. In these cases the package should still
continue to move forward through the workflow process. We do not want to hold up an entire package because

of one of two items have to be revised. Once the package is returned to the Originator, they will simply resubmit

those items that needed to be revised.

PMileb &

=l Document Control

] safety Forms

Online Submittals
\ e

Saybrook - CMR Example

@ Do

Submittal Packages

TTEeTing MInUIES

=3 Drawing Lists
Drawing Sets

Daily Reports

Punch Lists

Transmittals

* |l Drag a column header and drop it here fo group by that column
Programs  *all* ~ Projects  Saybrook - MR Example | = add A Delete & Refresh Layouts
Project Name: ‘ Project # | Record # ‘ Deseription Workflow Status | WES
Saybrook - CMR Example 00001- Saybrook 000001 Site Logistics Phase 1 Draft
Saybrook - CMR Example 00001- Saybrook 000001 Temporary Lunch Room Floor Plan Draft
Saybrook - CMR Example 00001- Saybrook 000001 Building Egress Plan Phase | Draft
Saybrook - CMR Example 00001- Saybrook 000002 Site Logisfics Plan Phase 1 Draft
Saybrook - CMR Example 00001- Saybroaok 000001 Temporary Lunch Room Floor Plan Draft
| Saybrook - CMR Example 00001- Saybrook 000001 Anchor Bolt Drawings AR1 thru ARS Draft
Saybrook - CMR Example 00001- Saybrook 000001 Rebar Shop Drawings R-01 thru R-07 {Areas A E, F) Draft
Saybrook - CMR Example 00001- Saybrook 000003 Construction Scheduler Qualifications Draft
Saybrook - CMR Example 00001- Saybrook 000001 East and West Basin Storm Trap Systems Shop Draw  Draft
Saybrook - CMR Example 00001- Saybrook 000002 Rebar Shop Drawings R-058, 08 thru R-12 (Areas G, | Draft
Saybrook - CMR Example 00001- Saybroaok 000001 Revised Building Egress Plan Phase | Draft
Saybrook - CMR Example 00001- Saybrook 000002 Revised Site Logistics Plan Phase 1 Draft

You have to select the Project first (3) and then you can fill out the other details. Save the Submittal (4). If you
want to “bundle” individual Submittal Items into this Submittal package then select Submittal Items (5)

4

PMileb &

. Saybrook - CMR Example

3

[ Document Control

Online Submittals
& submiteal items
Meeting Minutes
= Drawing Lists

rawing Sets

aily Reports
& punch Lists

Transmittals

Saybrook - CMIR Exampie - 001 - Stee o Assign
Project” From Esirfield Testing Lab, LLC - Mara Valdes - @ Trans
Phase To Gilbane Building Company - Amber Berry v & NET
WBS v & Categary Structural A E
Set 001 Closed Lines 0 of o 0.00% =
5l Cade Assigned To | Select o Confact... L
Description | Steel Paint Removal Process Reference
Status Dratt
Revision 1 Date

Details Specifications Notes Attachments Workflow Notifications

Drag a column header and drop it here fo group by that column [r——

JEdit  [] Addltems o Add X Delete g Refresh | Generate Transmi & Submittal tems  [|Save Layout | Load Default Layout

Csl Code [ sun# [ submittal tem# [ tem [ ::umpm%ﬁ Mt
No records to display

[i] [«][1]¥] (] Pagesze 20 -

—
5
e

Rev 2
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Document Control Module
Routing the Submittal Package through Workflow

Overview:

Once you are ready to submit your Submittal Package for review you will click on the Workflow Tab (1) and then
select Submit (2). Again somewhat similar to the RFI Workflow Process the Submittal Package gets automatically
routed to the correct people for review.

Details Specifications Motes Attachments Warkflow Notifications D E=——-0 [ R Vonor oo
Stop e LS Retum To ‘ Due Date ‘ Role(User) #aton Date ‘ #cson | Swnature

@ O proceed To Subimit i sisa0e  suomn

cc 1 l o seaone soazis procsed
9 Retum 1 @ o sn0201e

Add CC 1 =] o 5292014
© ' Reject Subject : @ E soa00ts | OUR Py MiSrasy | Smne Pocsed
® O Withdraw Email Body Woskfon Temlate - Div 05 - DA Reviews Only Defaul Submital Proceas

I Visual Workflow
Div 05 - DRA Review Only Defaull Subittal Pracess

1
Retm Rewm
[“Waney Hemes ] CRR=Prajeee e s
Selicy Muligle E)- ool e JCTRRRR  Docent e
s Y Aoproved Completed
Document
Reserted

Rt Ag

If you are someone that has to review a submittal then after you reviewed it you must update the status (3) of

Drtaen Somctanory totn Atmctmarty 11 <hon “ottonom
3 i P R e o
[ L

each submittal line item

S 0 pam i Prrd

Framid

P
LR ED B Pl B 4 P ot
O aar

As with the RFI workflow process you then have to select one of the flowing options to either send the submittal
package back or move it forward (4)

Details

Specifications

Proceed
Return

Reject

® @ @ @

Withdraw
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Document Control Module

Routing a Submittal Package through Workflow- continued

What happens if a few Submittal line items are rejected or have to be revised?

- Even if a few of submittal line items within a schedule package are rejected or need to be revised you
should not send the Submittal Package back to the original person that generated the submittal
package. The best way is to continue getting the submittal package through the entire process.
Eventually the package will come back to the person that created it. Once they have made the necessary
corrections they can create a Revision (1) of the Submittal package just to include those line items that
were rejected. Then this will automatically generate a new revision of the submittal package in this
example (Rev2) (2). Finally you would upload the corrected submittal items into the revised submittal
(3) and entered it back into the Workflow.

Iﬁ . Saybrook - CMR Example M &) Do 2 ONIre b al Package I
Saybrook - CMR Example - 001 - Stee ™ ~ I} H : [j’n e @ h Assign =
Project” Saybrock - CMR Example From Fairfield Testing Lab, LLC - Maria Valdes A
Phase To Gilbane Building Company - Amber Berry ~
WES - o Category Structural N
Set# 001 Closed Lines 0 of 0 0.00%
CSl Code Assigned To | Select o Contact... -
Description  Steel Paint Removal Process Reference
\* Status Draft
lileuision 2 Ilale 9/24/2014
Details Specifications Motes Aftachments Workflow Motifications
Drag a corlﬂm by that column |_|
|| Edil! I g!i fems g Add k Delete + Refresh "] Generate Transmittal o Submittal ltems I Save Layout | Load Defay
CSI Code Sub# Subwgital ltem # | lem | Compalﬁ | Status | Description
i i U W i i i

_ I ||No records to display
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Document Control Module

Meeting Minutes

To create Meeting Minutes within PMWeb select Document Control (1) and then Meeting Minutes in the top
left hand section (2). To add a New Meeting Minutes select Add (3)

You have to enter the project again (4) and the Type of meeting (5) then make sure to save. Then you can enter
the meeting minutes in the detailed section (6). To create the meeting minutes from the last meeting just copy

the old minutes (7)

PMiieb &
H @ Document Control > Meeting Minutes

= Document Contral = | Drag a column header and drop it here to group by that column

Safety Forms Programs  *All* ~ Projects  Saybrook - Large DEB Example I— + Add Ix Delete 2 Refresh Layouts
RFls

Project Name | Project # | Record & ‘ Meeting & ‘ Description |y, | Workflow Statu:

Online Submittals
o " = =
Submittal ltems
2 = ecords to display. \

J [ [1B] (1] Pagesia 20 3
\
Drawing Sets
Dally Reports

Punch Lists o

Transmittals

=
o

Action Items

[ I,
« IS
1 =<

J

IPMW‘E!Q -

EE—— DB ® - @ | @eme | & a e
E satety Forms
. PrOject’ o Large D58 Bxampy Pariicipants ransmitals |
Edit Add X Delele o Add Muliple Date To via
Online Submittals - A o records 1o denl
= Contact [ Present o records to display
Submittal ftems minineia
Gilbane Building C\mpany - Jadi Brennan [u] (] [4] u‘ﬂ [»]  Pagesize 5
B submittal Packages
o AE Design Group - Nseoh Eddy 0
E3| meeting Minutes| — —
] Mm@(w Page Size 5
= prawing Lists Mesting# 1 —— —
Drawing Sets Description Weekly Design Meeting
aily Reports Location  Site Offices
Punch Lists Reference
B Transmittals Category - Select .- -
B Action tems Mesting 8
= - | pate 9/24/2014
hl * |started (F  Ended lc] ext Mesting
wc Location
Stats  pratt - MeetDate  |5/24/2014
Revision 0 Date Start o
| Detais | Specifications Notes Attachments Notifications
E Drag a :n\md drop it here to group by that column \
PEdt | 4 add | X Delete 2 Refresh  Savelayout | Load Default Layout
ET | Description Assigned To \ Category [ subject Due [ completed [ staws
A \
|,/ 5] rincnsnact e e o et 4 b sincnt 7o s itz JOSEPh EQY \ Boits 10/3/2014 open
(i) [[1]0) (1) Pagesee 20 = \

Rev 2 22-Dec-17 Page 27



Document Control Module

Creating Meeting Minutes - continued

The Importance of Selecting Meeting Type:

The Type of meeting must be selected (1) and this will then start the sequential numbering system of each type
of meeting. Therefore it is important to select a unique meeting type for each different type of meeting
otherwise the numbering system for the meetings will get mixed up. So for example you may have two site
meetings each week. One is with the Construction manager to discuss progress and issues. The other site
meeting might be for safety issues only. Therefore you should define two different meeting types, like Weekly
Progress Review Meeting and Site Safety Meeting.

PMi{leb &

Project*
RFls
3 Online Submittals Phase elect --
liems B3 Sala s . "
Subrmittal Packages Type Progress (O/A/C) Meeting | ‘
[E3[Meeting Minutes Record# 5
Drawing Lists Meeting# 2

| Document Contral

(&3 safety Forms

. - Program/Project Login -

Saybrook - CMR Example - 2 - April 22. 2014

P UE

[E Drawing Sets

Description April 22. 2014 Censtruction Job Meeting Minutes

(&2 Daily Reports Location  EQE Library Conference Room
B3 punch Lists Reference
Transmittals Category | -- Select -- =
Typo
Record#” §
Maetngs 2
Description Agril 22. 2014 Construction Job Mesting Minutes
Location | EOB Libray Conference Room
Reference
. 23 Page Sze 5
a =
Started 0 Ph © Ended s00PM e}
Location  EOB Litary Conferenca Room
s o B Wit 2o B
Revsien 0 Date 822014 ™ st 100 P (c}
Oetals | Specfiesions  Notes  Atachments  Notfeations
Drag 3 Calumn header and drop il e 10 roup by hat calumn
S ES g Add X Deele 2 Refesn  Savelmowt | Loas Dsfault Layout
tem [ sea# | Descrpson AssignedTo | Calegory Subject Due Completed | Staus ctes
‘ v ‘ ‘
1 o asine 15-General  Storm Wialer Dsenaige Permi 4292014 Open =
. e Siorm Water Permit was submite
O fo notty AUS when tha sto
12 Cpren Mei StraussLaurie 15- General  Demo Permit Maintenance Garage 42972014 Open =
- JB stated thay have recaived 42 signed lettars fr
©JB 3talad 1 hayor received e leer ang has
~BO stated FUSCO will need 1o contact the utilitie.
9B staled FUSCO will need 0 get 5 eterndicat
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Document Control Module
Daily Reports

To create Meeting Minutes within PMWeb select Document Control (1) and then Meeting Minutes in the top
left hand section (2). To add a New Daily Report select Add (3)

You have to enter the project again (4) and then make sure to save. Then you can enter the Daily Report Items in
the detailed section (5). To create the daily report for the following day just Copy the last report (6)

] AR t I — .
Saybrook - Large DEE Example < [JR€ )] Document Control > Daily Reports

=l Document Control » || Drag a column header and drop it here to group by that column

safety Forms Programs  *All* - Projects  Saybrook - Large DEB Example I - o add Ix Delete 4% Refiesh

Is
Project Name [ Project2 [ Recora | Description | workfiow Ratus [ wes
Online Submittals
= samtonn \
Submittal items
Mo records to display.
Submittal Packages — _p y_ \
(W (4] 1) (1] Pagesie 20 = \
Meeting Minutes SIS [

Drawing Lists

awing Sets

||@

B Transmittals
B action 1tems

|

J

PMileb &

‘Saybrook - Lkge DBB Example  ~ )

Document Control > Daily Reports

=l Document Control = i > G . .
= } Saybrook - Large DBB Exalgle - 001 - Site Daily Report | ‘ D rl L | _/] DB - @ ‘@ Generate.. ¥/ Past to Non-commitment Costs

Safety Forms
B = Transnitl

roject ‘Saybrook - Large DBB Bxample & Transmitals
3 Saybrook - Large DBB Example I Submitted BY Gilbane Building Company - Andrew Gi
Orline Submittals i = ‘ = e
[ suomittal iems R wBs Select WES.. v & o records to display.
Submittal Packages Report Date® | 3/24/2014 esther (W] (1)) (»]  Pagesee s =
3 weeting Minutes Recod# gy Condifions -
Drawing Lists Deseription site Daily Report Temperature 0.00 @F Oc
[ Drawing sets Status Dratt Precip. Amount Y] ~Select— v
Daily Reports| Reference

o

& punen Lists Category GC Daily Report -

Revision [) Date |5/24/2014

Details Timeshest Specifications Notes Attachments Workfiow Notifcatiog
On Site \
Draga g 10p it here o group by that column \
2t | gac | X Dete 2 Reesn  Savelayout | L}v Defaut Layout Group by Tree Level N
Line Company \ | clssifcation Quantity uom Cost Code Description Notes
= 001 A& G Contracting, Inc.\, | IRON - Iromworker 0.00 Erected Steel Tier 3 Today they erected the Tiei
(1 [J[1]>] ]  Pagesze 20
— \
guE—
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Cost Module

Overview

This Cost Training package is designed to standardize the way in which costs are entered into PMWeb so that
the cost information for each project will be consistent for reporting purposes.

General Cost Entry Rules:

1) Contingency is transferred using Line Item Transfers in the Project Financials Module
2) Contingency is Not a Commitment. (Should not invoice, write a PCO or CO against it)
3) Make sure to link your Change Order (CO) back to the original PCO (s)
4) All cost transactions should include the following fields:
a. Cost Code (mandatory) value
b. “Commitment” value
c. “Assigned To” value
5) Inthe Cost Management module it is important to remember to change the Status of Change
Orders, Budgets etc. to APPROVED otherwise they will not appear on the reports. The only
exception is Potential Change Orders (PCO’s) whose status will be automatically updated to
approved once the change order it is linked to is approved.
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Cost Module

Budget Tracking

1) Step #1: Budget Tracking Module:

a.

This is where you set up your high level budgets starting with the 1105 budget and any additional
bonding changes as you progress through the project. You should give each budget a unique
description (1)

In order to create a new Budget (e.g. Construction Budget) you need to change the status of the
existing budget to “Withdrawn” (2). This will then allow you to copy over the existing budget in
order to update the new one (3).

Keep in mind that the budget numbers entered here are only used to track the history of the overall
budget throughout the life of the project.

3

Project* (O'Brien test project 2

Dl i

n o Date | Mar-15-2077

1 E . O'Brien test project 2 - f'!‘a Cost Management > Budgets > Budpzt Tracking
I~

test project 2 - 1105 Original Budget - Re | ~ p m H x| E J [:E|- @|v ||§ ?

- Estimate

IDescripiinn 1105 Original Budget |

2 —ulma—ms

Withdrawn vI

| Details l Adjustments Specifications Motes Attachments Nofifications

Drag a column header and drop it here to group by that column

& Refresh  WES Levels... = Save Layout | Load Default Layout
Line # Groupl Cost Code* Description Budget Value Adjustment 1
|:| 001 | 03 - Total Constructic 03-0300-03-000000 Total Construction %12.00 50.00

El IIIE“II El Page Size 20 -
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Cost Module

Project Financials

2) Step #2: Project Financials :

Under Type (1) you can create and manage the following:
a) Design (Bonding) budget

b) Construction (Bonding) budget.

c) Line Item Transfers of Contingency

d) Line item transfers of one budget item to another

e) Add any additional Funding a project may receive.

Category (2) is a required field
a) CMR = Construction Budget managed in PMWeb by the CMR
b) DCS = Budget being managed in PMWeb by DCS PM

9 O
E l 038 DCS Training Project -

3038 DCS Training Project - Construction Bonding Q9 ['a H @ @
Project* 038 DCS Training Project Reference
Record #* 3 I Category DCS
Type punstrudiun BundinB
Description — Select —
Status Additional Funding
Revisi Construction Bonding 2
evision Design Bonding
Post As Line tem Transfer
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Cost Module

Contracts Module

3) Step #3: Contracts Mod
a.

ule:

invoices that are dated before this effective date (2)

Also remember to fill in the retainage % value (3)

These is where you will set up all your contracts and detailed schedule of values (1)
Make sure you fill in the Effective Date correctly as you will not be able to process any

s
Epeean
B Joumal Entres -
Tope Costs Days
* Do not allow overbilling (revised value or lines)
= B3 Contracts Saybrook - CMR Exampie Allow overbiling Original Value 564,141.05100 | 1020.00
MR Contracts Upto 0.00% % of revised value Approved Changes 539950500 | 21500
. et || company - L Revised Value 6454056600 | 1235.00
B3 Master commiment| || © Fusco Corporation e O00%|% of tne dom
Description CMR Confract - Pre-Con and Constructiol Billed $0.00)
=) 3 Crange Mansgement Reference Retention on Services 750 Reained 000
B Potential Change Orc | Category Formal v Retention on Stored M aterials 0.00% Balance Due 50.00]
Payments Applicd s0.00
MR Contract COs Revision o Date | 12/17/2013 Delivery 4 *
B oo - Open Balancs 5000
_ Tomz013 Scheduiod Delvery Date | 12/17/2013 Pending Changes a0 00
3 oy Ship Via select - ~ | Projected Value 564,563.585.00  1235.00
Procurement #
ship To Emmett OBrien THS - Renovatian
Paid In Full (=]
[ Detais | Adjustments Specifications Change Orders Progress Invoices. Payments Notes Attachments.
Drag a column header and drop it here to group by that column
2 Edit L[] Add Items & Add X Delete & Refresh ) Paste From Excel Savelayout | Load Default Layout [ ;e0 g
Line # [ em [ Description Ext Cost [ Total cost [ costcode Assigned To
[H] oot PreConsiruction Phase Senvces s0.00 5000 03-0306-03-000000
=] 002 Construction Document Phase Services $50.000.00 S50,000.00  03-0306-03.000001 Fusco Corporation, Inc
=] 003 Final Bid Documents Conversion info Sub 550.000.00 55000000 03-0306-03-000002 Fusce Corporation, e
=] 004 Bid Phase Services and Agreement on CI $50.000.00 5000000 03-0306-03-000003 Fuseo Corporation, nc
=] 005 General Conditons s0.00 5000 03-0307-03-500000
=] 006 Builders Risk Insurance $120.000.00 $120000.00  03-0307-03-600300 Fusco Gorporation, nc
O 007 Professional Liabify Insurance 555.175.00 S55.175.00  03-0307-03-500300 Fusco Corporation, nc
=] 008 Payment and Performance Bonds 542970500 542970500 03-0307-03-600200 Fusco Gorporatian, nc

DCS Fees Set Up: This is also the module where you will set up a contract with the Department of
Construction Services (in the Company Field (4)) to cover the DCS fees on a project.

Cost Management > Contracts > Contracts

st Maragement 3§ 3 ) S . |
MR~ N A% @R G e i
= [ Busges
Tive Casts Days
* Do Nt allow overtiling (revised vake or Ines,
Project” Alow overitng Orignal Vae $400,000 00 000
Upto 000% % of revised value Sopewwet Changes. 5000 000
o o S ﬂl wo 0005 %t tom et Vo oo om
Biting Terms Py . e $10,00000
Reterence Retenson on Servces 000 Falineg n
Category cec - Retenson on Stored Materias a00% Bulnace g $10.800.80
P pol
Revison ) oate 101672014 . ol i
e S = Open Batance $10,00000
& Unbited $390,000.00
Eftectve Date = S
i B Scheduied Delivery Date = Pendng Changes 5000 000
™ nig 9% Shpvia seect v Projected Vahie $400,000 00 (1)
E Procurement 8
spTo Saybrock Traimg Projct 08 DBE
N\ PaidinFul
Oetsis | Aqustments  Spectcations  CrangeOwers  Propressiovoces  Payments  Notes  Atachments
= Do 3 conmn header and arop It here 10 91oup by tha coumn
| Est  [iacdens g add X Deiste 2 Refesh [ PasieFromExcel  SaveLyou | Load DetullLayout | | s
| | Lines Hem | Descrpson Ext Cont Total Cost Cost Code. | Aasigned To
| v v v v v v v
001 DCS Fees $400,000.00 540000000 12.1200-12.000000 Department of Canstructon Ser
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Cost Module

RFI -> PCO -> CO Process

How to generate an RFI -> PCO -> CO (+ Adjust Contingency)

Note: You do not have to generate an RFI prior to creating a PCO. You can create a PCO directly. But you must
have a PCO generated prior to creating a CO.

PCO Change Order
RFI E> - Modify E> (This will automatically
(Optional) Committed Costs adjust the contract value
Only —i.e Committed costs)

s

4 )

In Project Financials

Use Line Item Changes

to move money from
Contingency to line item
to cover the cost of CO

\. J

U

If Contingency is depleted
then PM’s can use Line
Item Transfers to
reallocate money.
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Cost Module

Proposed Change Order (PCO)

e After an RFI has been created it is possible to automatically generate a PCO directly from it by
clicking on the Generate Icon (1)

PMileb &

B szvorook—smaioee Bxample - 0] Document Control > RFls
- . 8
=] Document Control il Saybrook - Small DBB Example - 1 - £+ p a H |} _r/| '__] [3}, - @ | -@- Generate.. ¥ Assign
[EF safety Farms - —
=[] Proiect" | . brook - Small DBB Example o Tilbane Building Company - Amer Berry  w g0 [ENSMIEIS
& Date
= online Submittal F =~ Select -- ‘ To Fusco Corporation, Inc - Bill Conart - &
_ No records to
1 & submittal ltems WES Select WBS... - | Trade 02A - Demclition - (<] [«] ‘T
@ Submittal Packages RF1#* 1 CSl Code —
B Meeting Minutes Description 55 Gallon Drum Clean Up Category  -- Select -- -
B Drawing Lists Reference Priority High -
=l Drawing Sets Status Draft
= Daily Reparts Revision 0 Date o/8/2014
@ Punch Lists =l
RFI Date B
@ Transmittals i
- | Details ‘ Specifications Notes Attachments Workflow Notifications
&3 action Hems i \
3 Corresmondence 7 Question Date Required g/28/2014 =] Answer \
4 13
ol i | & FontMame ~|Real.v| B I U she EE == A~ &~ @l M | & Font\Name  +|Real.. v | B
Excavated site area to discover several 55 gallon drums full of used oil Investigated Yhe site and agree that needs to
= |
l Saybsook Reporting Project @ Document Control > RFis

PLLEEHGZEDI

szybrook Reporting Praject - 001 - 57

Praject” Fram Eilbane Building Camel
Phase To sco Corporation, Inc - Bill Conant - &
WBS R ar Trade :!A- Demalition i
RF &~ 001 Sl Code
===

- By linking an RFI to a PCO will automatically bring over the question and answers of the RFl into the
Notes tab of the PCO.

Details Adjustments Soecfications | Notes(3) | Attachments
# Edit o Add X Delete 2 Refresh
Item | Description
001 Cluestion
002 Proposed Solufion
003 Answer
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Cost Module

Creating a Proposed Change Order (PCO)

e Under Cost Management (1) -> Proposed Change Orders (2) -> Add (3)
e Do NOT use the Budget Section.

e In the Cost Section Only — add the estimated cost of the PCO and assign to the correct Cost Code
(Not Contingency), the correct commitment and complete the assigned To. (4)

Projec Busger 20

B ot stasm
o oo

— [ e
T
1 T T
TAddlmms @ Ad X Driew @ Rsbmn  Sevelnoul | Lond Deteull Lamed | pom pre
[ ~— Dasten [ e T [T per— rrr— s I

Adimems  GuAcdlms A X Delsie @ Febmn  Sevsimeut |

Prme [ves | tamien [concam

Rev 2 22-Dec-17 Page 36



Cost Module

Creating a Proposed Change Order (PCO) Continued

IMPORTANT: The status options (1) of a PCO are very important as they will determine if the value of the PCO
will show up on the financial reports or not.

Drag a column header and drop it here to group by thal column

| Update Records
1 L\ Line #

Status

Approved

Pending

| Vaid

- Pending: If the status of a PCO is set to Pending then it will show up on the financial report as a Pending
change (2).

STATE OF
CONNECTICUT Project Financial Summary I

Department of
Public Works

Project  BI-DCS-1003 - Saybrook Reporting Project P 10-Construction Phase

with Funding Breakdown

Groupd1  Description EDE"D"E Bonding  Total Bending == Tronatrs Total Adj = I cm‘-‘. Fojected Cost | %
o1 Acquisition (Land / Building) 50.00 $2,000,000.00 $2,000,000.00 $100,000.00 50.00 52,100,000.00 52,0000 s0.00 [§2,000,000.00 $100,000.00
0z Haz 50.00 S500.000.00  $500.000.00 50.00 5000 $500.000.00  $500.000.00 s0.00 [ $500.000.00 50.00

03 Total Censtruction $0.00 $2€,000,000.00 $28,000,000.00 $0.00  $1,000,000.00 $27,000,000.00 $27,000,000.00 i $82,855.00 P7,088,868.00 (S68,886.00)

04 Contingency 5000 $4.000,000.00 $4,000.000.00 30,00 (31,000.000.00] $2,000,000.00 0.00 0.00 50.00 32,000.000.00
05 Equipment $100.000.00 $0.00  $100.000.00 30,00 30.00  $100.000.00  $50.000.00 §50.000.00  $50.000.00
06 Telecommunicstions $20,000.00 s0.00 $20,000.00 $0.00 s0.00 $20,000.00 $10,000.00 s0.00 $10,000.00 $20,000.00
o7 Studies $€00,000.00 s0.00 $£00,000.00 $0.00 150,000 00 $750,000.00 $750,000 00 s0.00 $750,000.00 s0.00
08 Total A/E Fee $2,000,000.00 $0.00 $2,000,000.00 30.00 $0.00 $2,000,000.00 $2,000,000.00 $0.00 $2,000,000.00 0.00
08 Other: 5245,000.00 $1,000,000.00 $1,245,000.00 5000 ($150,000.00] $1,095,000.00 $1,015,000.00 $0.00 5101500000  $30,000.00
10 CAICM Fee $14£,000.00 S0.00  5145,000.00 50.00 5000 514500000  $145000.00 S0.00  $145,000.00 50.00
1 Art $50,000.00 $0.00  550,000.00 50,00 5000 $50,000.00  $50,000.00 $0.00  $50,000.00 50,00
1z DCS Fee $400,000.00 $0.00  $400,000.00 50,00 5000 $400,000.00  §400.000.00 $0.00  $400,000.00 50,00

Project Totals : §4,570,000.00 $33,500,000.00 §38,070,000.00  $100,000.00 50.00 $38,170,000.00 §34,920,000.00  $88,838.00 $35,008,888.00 $3,161,112.00
Tort P on 52672014 11641 PM Puwan

- Void - If the status of a PCO is set to Void then it will NOT show up on the financial report.

- Approved — You should NOT select this option. This will be automatically set to “Approved” once the
Change Order has been approved provided you have linked the PCO to the CO.
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Cost Module

Creating a Proposed Change Order (PCO) Continued

Note: The status of the PCO in the Header maybe different than that of the Status of the PCO line item in the
Cost section (1). The Status in the Header refers to a PCO that goes through Workflow which we are currently
not using. The most important thing is the status of the PCO line item in the Cost section.

PMileb &

Joumnal Entries

Cost Management >

Saybrook Training Project 08 DBB L+ )

3 - Saybreok Training Project 08 DBB Large - VOID PCO |~

& proguction

Project” Saybrook Training Project 08 DBB Large
=l £3 Centracts Record & 3
E omr contracts 1| Description VOID PCO
[E master commitments| || squrce Record
E contracts Reference
=1 £ Change Management Category - Select - v

=potential change Orc

-l e
Cause - Select
Funding Records. Effective Date
B funding Requests  ~ | Change Request 5
‘ » |
1 e —
| Detais | Adjustments Specifications Hotes Attachment]
N Budget

Drag a column header and drop it here fo group by that column

./ Edit Selected Lines [ ] Add llems o= Add X Delete 2 Refi

= Line # ‘ Status | item ‘ Description

No records to display

(i) [ [1]>] (1] Pagesee 10

Cost

Drag a column header and drop it here fo group by that column

[l Update Records X cancel

001 | Approved v | TESTPCO
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Cost Module

Change Order

Under Cost Management -> Change Orders -> Add

Once you add a new CO you can then go back and link it to the original PCO (1)
Enter the final CO Approve Amount and assign it to the correct cost code (Not Contingency) (2)
Change Status of CO to “Approved” and Save (3)

IPMWz-b o

Management

3 = 8 udges
B conicos Sommisar
Company
B costiengers
— o
B rorecas: s Record #*

Deseripion

categary.

Changs Order Date

Gilbane Buiding Comgany

Erier
Tetal of This Change
Contractto This Change

oot

55 Galon Drum Glsan Up

Fieid Condition - Efesive Daie

Dste (/172014

§26.000,000.00]

§25.000,000.00

527.000,000.00

$1.000,000.00

ccccc Potis ez v
1 5 progucton st Approves - Assgned To Sy
1 o
EEN
e e
< r | and drop it here to group by that column
> 2
& ¢ Pianai Link PGO. |m Addltems S Edt X Delete @ Refesh [ UseUnts  Savelayout | Losd DefaultLayout
= " — —— —— —— — T—
EIM | =5 Galon Drum Ciean U +1.000.0000 $1.000.000.90 | 03.0301-03900010 ioane Suigng Company | 3-55 Galon D Clean Up
| $1,000,000.00 $1,000,000.00
— — S— —_
= | [ (] [1 ) (1] PegeS==2 & 4

/

/

Note: Once you approve the Change Order it will automatically the status of the PCO to “approved”.

In this example the approved CO has increase the Construction Commitment by S1M so now we need to move
money from Contingency to Construction to cover the cost of the CO.

STATE OF
CONMNECTICUT H H H
Project Financial Summary |
Department of with Funding Breakdown
Public Works 9
Project  BI-DCS-1007 - Saybrook - Small DBE Example Status: 7.10-Construction Phase

Group1  Description Bondt Eonsiing Total Bonding i Tramet Total Adjusted = o Projected Cost
o1 Acquisition (Land / Building) $0.00 $2.000.000.00 S52,000.000.00 $100.000.00 $0.00  52.100.000.00 20.00 $0.00 3000 52,100.000.00
T m i 1y T T ST T
02 Total Construction $0.00 $26.000.000.00 $268.000.000.00 $0.00 $1.044.444.00 327.044.444.00 $27.000.000.00 $0.00 $27.000.000.00 $44.444.00
04 Contingency $0.00  34.000.000.00  34.000.000.00 30.00  (51.175.554.00)  32.824.445.00 SIJ_.IJC E&JG 3000  52.824.445.00
05 Equipment $100.000.00 $0.00 $100.000.00 $0.00 3000 $100.000.00 30.00 $0.00 3000 $100.000.00
06 Telecommunications $30.000.00 $0.00 $30.000.00 $0.00 3000 $30.000.00 30.00 $0.00 3000 $30.000.00
o7 Studies $600.000.00 $0.00 $800.000.00 $0.00 $150.000.00 $750.000.00 $750.000.00 $0.00 $750.000.00 $0.00
03 Total AE Fee $3.000.000.00 $0.00 5300000000 $0.00 5000 53.000.000.00 3000 $0.00 3000 $3.000.000.00
09 Other: $245.000.00 $1,000,000.00 $1,245.000.00 $0.00 ($130,001.00) $1,114.090.00 $15,000.00 $0.00 $15,000.00 $1.000,000.00
10 CA/CM Fee $145,000.00 $0.00 $145,000.00 $0.00 $0.00 $145,000.00 $0.00 $0.00 $0.00 §145,000.00
11 Art $50,000.00 $0.00 $50,000.00 $0.00 $0.00 $50,000.00 $0.00 $0.00 $0.00 $50,000.00
1z DCS Fes $400.000.00 $0.00 $400.000.00 $0.00 $0.00 $400,000.00 $0.00 $0.00 $0.00 $400,000.00
Project Totals : $4,570,000.00 $33,500,000.00 $38,070,000.00 $100,000.00 $0.00 $38,170,000.00 $28,265,000.00 $0.00 $28,265,000.00  $9,905,000.00

1of1 Frinted on 9/117/2014 4:33°06 PM PiAweb
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Cost Module

Creating a CO from multiple PCO’s

After you have created the Change Order (CO) then you can select the Link PCO Icon (1)
Optional: If you do not see any PCO’s then Select “All Commitments” as your Filter (2)

Select the PCO’s that are going to be rolled up into this CO (3)
Make sure you click Save and Close which is located at the bottom of the PCO pop-up window (4)

Sayorock - CMR Exampie

7 - Saybrook - CMR Exampie - €0 Roll UD

MPLEEGDISB -5 ?

- Proect Y
Commitment: 2
B Carmrac: =
o Company
I [ Change Mansgement Type
Recora s 7

Fusco Corpor
Subcantract

- CMR Contract - B}

Tecen

Original Cammitment
Amount

unt
Frioe Approved Changes

$64,141,081.00] 1,02000]
528850500 21500

Days

Change Ordler Date. =
Deseripton CoRalUP Commimant 002 - Fuzen Cerparstan, Ins - GMR Cantract - Pre- e
seterance Frojer Saybrook - CUR Bxample
Doc Deficiency - Civil | = Company Fusco Corporstion, Inc Description | Al Commitments. v
A
=2 | crange orer oate Fiier
oratt - Dsscrpion o RalUF
Days 000
5rag s oolumn hescer and crop t here t graup by that calun
e [ seece| ces Descrption COR# | ReuestedBy cause
. | CO®1: PCO ¥ - Adjust contract dstes bised an setus ogy | Fusta Cersaraton, | Fied Candten B
Drag a column headeliand arop it here ta group by that W@ dates. Inc (Consiraction)
Link PCO ,',m Add ltems: o - CO#2 PCO #2 - Provide added S&E Controls to Fusco Corporation. | Field Condition
|1 2 » b 2 | improve WOV 092 e (Construction) -
No records to disple: “ Engineer Inc
- ' @ P P — e | P . FedCendian a
[ie] [«][1]>] ] Poegesize 20 = -
o e clemring sl st roperty e Fuszo Camorston, | Des Defeency - Archtest i
= Sl 5 PCO%S- Added clearing slong sast propry 005 | P fee et
- Peo%s-Te ot end of Fusco Coporstion, | Fid C
b= | site 908 | o (Constr
- . et Medeon ok besie - FuseoCamorston. | Doz O srctect
S 7 PCOST - Eiminate adeco lock boc) o7 | P G Cereer
D= PCO%S- Add s 2nd Dasr st he Dractors Ofice e
- Fieid Candton
» o PN - Acd s temporary dor st the Soy's Shower
[Crested: 0/15/2014 by MoranA - Aidsn Morsn of S - Saybrook Associates, Inc. - porery o (Gonstruction)
(=] 10 PCO#10NGemove and dispose of rban il (T&M work) 1o U h
Tor Trailers o So= Tnc [Construcion)
3z OSPCO #31 - Install plastic water supply pipe to the 03z Fusco Corporation,  Field Condition
modular classrooms at the Prindle Avenue Site Inc S .
Save] | Save and Close | Flose -

NOTE: In general you have to link a CO to a PCO otherwise if the CO is not approved both the pending costs
from the PCO and the CO will double up on the summary cost reports.
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Cost Module

Contingency Management

e Under Cost Management -> Project Financials -> Add

e Select Type = Line Item Transfer (1)

e You will transfer money from Contingency (a negative dollar entry)
to Construction) with a positive dollar value - (2)

e Change Status of Line Item Transfer to “Approved” and Save (3)

and another entry (in this case

PMiieb

Saybrock Reporting Project B @

Cost Management > Budgets > Project Financials

=l Cost Management 004 - Saybrook Reparting Project - Toxic Ceanwpaf 52~ | 40 [ [ [ [0 .20 &) ~ 2
- 3 Budgets -
Budget Tracking Project* saybrook Reporting Project Reference
1 Cost Codes Record # 004 Category |- Select -
. eorrsre—P e Line Item Transfer | ¥
Foracasts Description _Toxic Clean up of 55 Galon Drums
& cost worksheets m
M Revision o Date  8/22/2014
= [project Financials| Post As. Original Budget  +
3 — 2 1ournal Entries
B Production Details Adjustments Spedfications Notes Attachments
2 [F Contrads Drag & column header and drop f here to group by that column
CMR Contracts P Edt 4 Add  [] AddCostCodes X Delete g2 Refresh  Savelayout | Load Defaut Layout
v | Line # Cost Code* Description uom ‘ Quantty Unit Cost bjustment 1 Tax Adjustment 2 Amount Cost
o ] 001 | 04-0400-04-000000 Contingency 1.0 | 51,000,000.0 £0.00 s0.00 £0.00 | 5-1,000,000.0
] 002 | 03-0300-03-000000 Total Construction 1.8 | $1,000,000.0¢ $0.00 30.00 £0.00 | $1,000,000.0¢
[\ Pl 000 000 5000 s0.00
[ [J[1]2]) ]  Pagesze: 20 i

Now on the worksheet you can see the transfer of funds from Contingency to Construction (4)

STATE OF

CONNECTICUT | Project Financial Summary I

Department of with Funding Breakdown

Public Works
Project:  BI-DCS-1003 - Saybrook Reporting Project Status: 7.10-Construction Phase
[ ——
EEapy TEETET O e g Total Bonding Funding| Tl_r.:s“f:m Tofli Adusted Costs Cl-g;: Cost (Over)lUnder
— Acquisition (Land / Building) 50.00 $2,000,000.00 $2,000,000.00 50.00 s0.00  §000,00000 S$2,000,000.00 S0.00 S2,000,000.00 50.00
02 Haz 50.00  $500,000.00  S500,000.00 50.00 s0.00  [§5500,00000  $500,000.00 S0.00  S500,000.00 50.00
03 Total Construction y 000,000.00 $26,000,000.00 so.00f]  $1,000,000.00 S 000,000.00 527,000,000.00 50.00 $27,000,000.00 $0.00
04 Contingency 50.00 54,000,000.00 SZ00%; (51,000,000.00) ,000,000.00 50.00 50.00 50.00  53,000,000.00
05 Equipment 5100,000.00 $0.00  $100,000.00 s0.00  [§5100,00000  550,000.00 S0.00  550,000.00 550,000.00
06 Telecommunications £30,000.00 50.00  530,000.00 50.00 50.00 $30,000.00  $10,000.00 S0.00  510,000.00 520,000.00
07 Studies $600,000.00 $0.00  $800,000.00 50.00 $150,000.00  S750,000.00  §750,000.00 S0.00  S750,000.00 $0.00
08 Total AE Fee $3,000,000.00 $0.00 $3,000,000.00 50.00 S0.00  53,000,000.00 $3,000,000.00 S0.00 $3,000,000.00 $0.00
0% Other. $245,000.00 §1,000,000.00 $1,245,000.00 £0.00 ($150,000.00)  51,095,000.00 51,015,000.00 £0.00 51,015,000.00 §80,000.00
10 CA/CM Fee 5145,000.00 50.00 $145,000.00 50.00 50.00 5145,000.00 5145,000.00 50.00 5145,000.00 s0.00
11 Art $50,000.00 50.00 550,000.00 50.00 50.00 550,000.00 §50,000.00 50.00 550,000.00 s0.00
12 DCS Fee 5400,000.00 S0.00  $400,000.00 50.00 S0.00  5400,00000  5400,000.00 S0.00  5400,000.00 50.00
Project Totals : $4,570,000.00 $33,500,000.00 $38,070,000.00 $0.00 50.00  $38,070,000.00 $34,920,000.00 $0.00 $34,920,000.00  $3,150,000.00
of Printed on 8222014 3:28:30 P PhiWab
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Cost Module

Payment Applications

One field you need to fill out is the Invoice Type Field. For all invoices it should be set to “Progress”
except for the last invoice which can be set to “Final” (1). All invoices are processed in the payment

application module. If you need to adjust the schedule of values based on any Change Orders that

e (Cost Management -> Payment Applications -> Add
[ ]
may have been approved you can select the Change Order Button (2)
[}
roll over all the data from the last invoice (3)
[ ]

Button (4)

To generate the next invoice you simply select the Create Next Button and this will automatically

If there are any Lien Waivers required again you can generate these by selecting the Lien Waiver

PMileb &

Saybrook - Large DBB Example __ ~ [

‘Cost Management > Invoices > Payment Applications

B MR Contract COs 007 - Sayirook - Large DBB Exampie - Gilbane Building G~ || f) @ H n @ ‘ _J = @ ?
& crange orders
Online Invoice Contract Snapshot
= £ Funding Project” Saybrook - Large DB £
Invoice Date 8252014 Original Value 526,000,000.00
Funding Records Commitment* 007 - Gilbane Building
Billing Terms e . Approved Changes $1,044.444.00
Funding Requests Gompany Gilbane Building Company
1 . Revised Value 527,044 44400
=l Funging Authorizatio | Description 001 - Progress payment - L s.-
| Inveiced §755,987.00
= [ Invoices Reference —> | invoice Type Frogress v
B Retained $56,699.03
= cvr requisttions Invoice # 1 Crestz Nexi
= Eamed Less Retainage $699.267.97
Miscellaneous Invoice| || Record #* 001 Progress Payment for siteworks
= Less Prior Invoices S0.00
Payment Application:| | Revision o Date  8/26/2014
_ Comment Current Payment Due $699.267.97
=l 03 Forms Status approved -
[ construction Crange couraiod [m . Unapplied Payments Available S0.00
ast Perio g 20 - 4
B Proposal Request X Payments Applisd s0.00
Category - Select - - ) Signed Lien Waver attached
4 I3 Open Balance $699,287.97
PadinFul (] §
o] Bal. To Finishiincl. Retainage) 526,345,156.03
N =
| Details | Adjustments Specifications Payments Notes Attachments Notifications
Drag a column header and drop it here ta group by that column 2
2 et ¥ e 2 pepean . : e [ ories | | use unis
Line # Description Cost Code: Current Tctal This Fctal Senices Total Services % Complete Balance to
Invoice Invoice Invoiced Retain % Invoice:
001 truction of New Building $755,987.00 $755,987.00 $755,987.00 7.50% $755,987.00 291% $25,244,013.00
L Ei0asia20
. Saybrook - Large DBB Example  ~ [} Cost Management > Invoices > Payment Applications

B3 Mg Contract €05

=2 Change Orders

007 -

Saybrook - Large DEE Example - Gibane Building G

Involee Date

Billing Terms

Imvoice Due

Invaice Type
Contact

=i O Funding Project®
B runding Records Commitment” e Building € Can
= ng Requests Company Gilbane Building Company
B3 funding Authorizatio | Description 001 - Progress payment
3 - [ Invoices Reference
B cmr Requisitions Invoice # T —> Create Next
B3 Miscelianeous Invoice Record #* o
3| payment Appiication:| || Revision 0 Date &/26/2014
= [ Forms Status Approved v
B construction Change CostPeiod | aug 2074 .
4 e — Calegory - Seed - l —>

| 3

Paid In Full

Comment

/25,2014 &
-- Select .-

9/26/2014 =)
Progress v

PLEHROI2S O ?

Progress Payment for siteworks

Sagned Lien Waiver

Mached
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Cost Module

DCS Fees

e The tracking of all DCS Fees can be done by establishing an Internal Contract (or Commitment) for

the total of the estimated DCS Fee amount and all fees can simply be invoiced against this.

ing Fe7| ‘Cost Management > Contracts > Contracts

- = e o
Department of Construction ws-ocsrees IO R 2 DD B - B © e |2
Biting
Type st )
© Do not allow averbiling (revised valus orlines) ot o=
Frojeer Ao oreaing Originel Vaiue $183.500.00 000
1o Upio 0.00% % of revised value Approved Changss 50.00 000
. e Revised Value $183.500.00 000
Department of Construction Services v & P o inetem $50.782.38
DCS Fee Siling Terms - = 5000
$50.762.38
= 0.00% 50.00
0.00% $50.783.38
Dete (77117201 s132.736.02
pproved - = Panging Changes 50.00 0.00
P — mpeod L Projected Value $183,500.00 000
B3 OUR Contract €05 * [z @ Scheduied Delivery Date  7/11/2014 )
B3 Change Orcers .00 ShipVis Select -
SmpTe CCSU - New Food Servie Dining
T a
& Planis
s Dewis | Adusmemss  Specifitions  ChangaOmers  Progress Inuoices Paymeres  News  Anachmens
Dreg 5 column headr and orop t ners o graup by that column
P Eat Addltems e Add X Delele 7 Reesh [ Paste FromExcel  Sovelayoul | Lood Defout Loyoul [ e tiis
= [nex = [ Description [ xt.cost [Acusmenz | vomicost [ costcode. [ pssignea to |
2| [¥] ] [*] [oe] ] 3| ]
5] 001 59200000 s000 592.000.00 | 12-1200-12-000000
] ooz $91.500.00 s000 $81.500.00 | 12-1200-12-000000
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Cost Module

Retainage Reduction

As a project progresses the amount of retainage is normally reduced. This % reduction is done in the
Payment Application module.

e Inthe Payment Module select any record and in the Services Retain change the value to the new
retainage rate (e.g. 5% from 7.5%) copy the new % retainage rate (CTRL-C) + Update Records (1)

e Then Highlight all the rows you want to modify (Select holding down either the CTRL or SHIFT key)
(2)

e Then click on the Editicon (3)

e Place mouse on the Column Header for Services Retain % - when a Double Cross icon appears
double click the mouse and a red box will appear in the % fields (4)

e Then just paste (CTRL + V) and it will automatically populate all the boxes. Then hit Update Records

(5)

Category - Seect -
Paid In Ful 5] Frint Ln Waner [ Signed Lien Waiver s

Detsis Ajustments Spacifications Baymants Notes P Notfiestions

. N Drsg .Mp “her to group by that column
S e recoe I

Servics 03-0308-03-000000 504) 590%

03-0309-03.000001 550.0009) 7.50%
306-03.000002 T m—
306-03.000003 55000000 750%
005 | Ger ons 02.0307.03.600000 50.00 7.50%

Details Acjustments Payments Harer Aachments Notfications

— . ° 5 »
2thru5s N
——

‘
x oo
02.6308.03.000001 ssoo00 @ [Foow
1 Fal s Convarsi 03-0308-03-009002 Y Mo —
03-0308.03.009003 350000
03-0307.03.800000 s0.
03-0307.03.000900 PR o a—

urans 03-0307.03-808300 385,175
ormance  03.0307.03.800200 5420708,
03-6307.03.800300 5135250
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